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Process: This document outlines the process to run a single transcript request.

Process Navigation: Records and Enrollment, Transcripts, Transcript Request

1. Click the Add a New Value link.

Transcript Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value *{ Add a New Value

Report Request Nbr: |begin5 with v” |

10 |begin5 with v” |O\
Academic Institution; |begin5 with v“ |Q
Transcript Type: |begin5 with v” |Q

User ID: |begin5 with v” |

Request Date: |= v| | |E1:|

Future Release: |= v| | v|
Term: |begin5 with v” |Q
Requested Print Date:| = v | i

First Name: |begin5 with v|| |

Last Hame: |begin5 with v“ |

Request Reason: |= v| | A

[Icase Sensitive

Search | Clear |EIasic:Searu:h Bl save Search Criteria

Find an Existing Value | Add a Mew Yalue

2. Select Transcript Type.
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[/ RequestHeader | RequestDetail | ReportResults | ReportErrors |

Report Request Nbr: 000000000 Request Date:  01/25/2008 UserID: 0001841

*Institution: 00759 | UH-Clear Lake

*Transcript Type: UGFCL¥ | Unofficial Transcript
[IFreeze Record
[J override Service Indicator

*0Output Destination: | Page n
Number of Copies:
Future Release: |Immediate Processing b

Academic Career:

Term:

Print Date:

_UDD

Request Reason:

[Jcancel Request

B zave | Motify |

Request Header | Request Detail | Report Results | Report Errors

3. Click on the Request Detail tab and enter the students ID number. Then, click the

Process Request button.

| RequestHeader | Request Detail ' Report Results | ReportErrors |

Process Request
Report Request Nbr: 000000000 On Request

Transcript Type: UOFCL Unofficial Transcript Report Manager

First E 1 0f1 |I| Last

F[=

*Seq Nbr *ID

| 1| |UUU35EEI |Q Joe Test Send
Bl save | [Z] Notify E‘+Auu| umatarnisp|ay|

Request Header | Request Detail | Report Results | Report Errors
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4. Results: The Report Results page will appear.

/ ReguestHeader | ReguestDetail | ReportResults | ReportEmors |

Seq Nbr: 1

1D 0003569 Joe Test Report Manager
L
Unofficial Transcript
Uniwversity of Houston-Clear Lake
2700 Bay Area Boulewvard
Houston, TX 77058
Unitced States
Hame 1 Joe Test
Student ID: 0003569
BEirthdate : 19511-01-01
2700 Bay Lrea Blwvd
Hounston, TX T77058-1002
Unitced States

Print Date : 2008-01-25

5. Click the Print button. The report will print directly to your printer.



